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Navigation:  Main Menu>Workforce Development>Performance Management>Performance 

Documents>Create Documents 

 Instructions ACORN Page  

PURPOSE: The ACORN ePerformance system will automatically generate an evaluation for an employee, 

90-days prior to the Next Review date in ACORN.  It is preferred that the system create the evaluations; 

however, there are times when the Department may need to create an evaluation manually.  The steps 

below demonstrate creating an Employee’s evaluation by the Department Admin. 

1. Navigate to Main Menu>Workforce 

Development>Performance 

Management>Performance 

Documents>Create Documents.   

2. If you have previously created and 

used a “Run Control ID” enter the 

existing  name in the “Run Control 

ID” box. Click the “Search” button. 

If you are not sure what the name is 

Click “Search”.  A list of Run Control 

ID’s will appear. Select an available 

name. Go to Step 5.  

3. If you have never used a “Run 

Control ID” follow Step 4. 

 

 

4. Click on the “Add a New Value” 

tab, create a “Run Control ID” 

name.  Click the “Add” button 

when ready.  The Run Control 

name has been permanently saved 

and can be continuously used 

when running this process.   
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5. Enter the following on the “Create 

Documents” page: 

 Period Begin Date 

 Period End Date 

 Document Type – choose 

“Placer Performance 

Evaluation” 

 Manager Selection Method – 

choose “By Reports To Position” 

 Create Documents Using – click 

the “Employee ID” radio button. 

 

 
 

 Empl ID – enter the Employee’s 

ID or click the “Search” icon to 

locate the Employee’s name. 

 Click the “Run” button in the 

upper right-hand corner. 

 

 
 

6. Process Scheduler Request: 

 Server Name – leave as blank, if 

there is a name click the 

dropdown arrow and select the 

blank field. 

 Process List – leave as default 

 Click the “OK” button. 
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7. Create Document page:  

 Click on the “Process Monitor” 

link. 

 

 
 

8. Click the “Refresh” button until the 

“Run Status” indicates ‘Success’ 

and the “Distribution Status” is 

“Posted”. 

 

Note:  This step may take a few 

seconds and cannot move forward 

until this is complete. 

 

 
 

9. The evaluation has now been 

generated.  You can view the 

document by navigating to Main 

Menu>Workforce 

Development>Performance 

Management>Performance 

Documents>View Documents.  

Notify the Supervisor that the 

evaluation is created and available 

to access within their Manager Self 

Service. 

 

 

 


